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38 Beptember 1953

MEMORANDUM FGR: Chief, Cenaral Services
Attention: Records Service Division

Assistant Direcior, lnmu;meu Coordination
BUBJECT: QIC Records MM&imnt Program
REFERENCE: cla ’ 14 July 1951

1. This memorandum constitutes a voluntary report on the
pressat status of subjoct program instituted in this Office pursvant
to rafsvenced regulation, It is intended to be of use both to yous
Oifice and ta OIC {a the mutual planning and developmeat of subject
program. {Refersaces are to subsections of relerenced regulation. ):

- This Office, as IAC Secretariat, bas identified IAC agenda,
minutes, progress reporis and documents and papers of the Foreign
Language Publications Advisery Comumnittes (NSCID-16) as "vital
materials” and they are satisfactorily moving to the repository.
Tals material may shortly be supplemented by a small amount of
DIC matarials,

L

It is intended to relize files on a chronologlcal basis, No
rstords cas be retired lmmaediately to the ClA Records Center.
Etfective | January 1954, OIC will file eoparately, but in its own
arsh, won-currsnt and semi-active material for the period 1946-195¢
inclusive. Active material for this period will be filed with companion
material, from 1951 to date, in office curreat files. On or about
1 Janwary 1958, OIC will move to the agency Records Center non-
current, semi-active and archival material for the period 1946-1947
and will retire into fts own [ile of such material that for the year 1951,
Thersalter, asnually on or about 1 January, OIC will retire & year's
files of such matsrial to the Center. It is estimated that the Center
siorags spase 1o be nesded 1 Jancary 1955 willi be equal to one four-
drawer safe.
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Freseat fiiing &q’fi‘i}m‘!ﬁf (‘i {four ~drawer agles snd ! toiye
drawer safss) are adequaie for the {orssenble futursl Retention
periods are detatled under parsgraph b, abave.

d. rdization of Fiil ‘ Systems . . . And ?rwmrn
ptal Files {A (4))

OIC files have been centrallzed under a sud lect-alphabetie
pystem of classification. £ copy of the aomplete list of current
files lo attached. '

e. Tzaiaing Courses for Area Records Officers {A{T))

The undersigned completed the course concluded 11 May
1953,

f. Nesrecord Material (B (2})

As & resalt of inventory of UIC files, all material for
which OIC 18 5ot the proper office-of -record bas been tranemitted
ts the proper office-of -record, Extra copies of dovuments and
stocks of publicutions have been curtailed with & resultant saving
of 20% in filing eqguipment.

g

By memorandum to Chief, Ceneral Services, 8 April 1953
the undersigned was designated OIC Area Records Officer.

3. ‘This Office desires to maintain an efficient recsrds management
program and to that end welcomes the assistance of your personnel.

25X1A

Area Records Officer, ﬁ%
Aftachment
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